Applying for a Job

1. Once you are registered for Employment Opportunities, from the Home
tab, look at Quick Links for different job options.
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Browse current jobs or use the Job Search function by entering criteria
in the appropriate fields.

Selecting All New Jobs, from the right navigation, takes you to the

screen below. You will see a list of current job openings and you can
complete a Simple Search, Advanced Search, Save Search, and View Saved Searches. Saving
your search allows you to use it at a later time.

i Iiﬂ Jahs

Quick Links
® Al bew Jobs (Last 7

REVES)
® Frgineering Jobs
® Science Jobs
® Search for Jobs

D

Jobs: Available Jobs e
G\re Search
Advanced Search 3
Fleaseemteryoar search criteria and select the "Go" button to see the result. Mote that the search is case insensitive. @arth} | Wiew Saved Searches
Date Posted v | Jab Category | Administrative Support ~
Keywords Construction _
(example: Chemistry Java DBA) gonf_{ rgCt Managemem b
Science/Eng Area ar Major A | Era_ e=ign
ngineering
Erv Safety Health
Facility
Finance & Accounting hd
(Go J Clear )
Select Jobs: _Add To Basket ) Mext 10 &
Select All | Select Mone
Vacancy Science/Eng Area or Apply
Select|Name Job Title Job Category Major Organization Name Location Date Posted Now
B | 44 HR Rep Human Resources HR Los Alamos, M, 18-Mar-2011 iy
us Y
O |Rcaa3 Yhgen Administrative a0000A Los Alamog, M, 18-Mar-2011 Y
Support Us J
[ ipreds HEIS Analest 1 Hurnan Bacourca HE. v Los Alsrane BIhd  18hA=r 2011 ~

Simple Search Screen

Search
Use the fields below to refine your job search. For more search capabilities, choose the Advanced Search button. [ Advanced Search ) | Yiew Saved Searches )
Keywards
[example; Chemistry Java DBA)
Date Posted v
[ Go )| Clear |
SelectVacancy Name Joh Title  Job Category Science/Eng Area or Major Organization Name Location  Date Posted Apply Now
Mo results found
[ Save Search |
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Applying for a Job

Saving a Search
Create Saved Search
Sa

* Indicates required field | Cance| | | Fave
General Properties
= Baved Search Name ‘

Erter & unique name for vour Saved Search

Diescription

[T Motify Me About These Jobs

Search Criteria

Keywords |:| Emplayment Status

(Example; Chermistry Java DBA) [Otatch Education Cualifications
Date Posted | Last 90 Days v
Job Category | Other
Postdoc
Procurement
Project Management
Science
ScienceEng Tech Support
Securit

|i>

Student - Graduate

Viewing Saved Searches

Home: General > Create Saved Search =
&, Confirmation

Your saved search has been created and added to your list of saved searches.

View Saved Searches
These are all of the custormized Job Searches you have saved.

|View Name Description Last Updated © | Update Delete View Results
Student-Graduate search 26-Mar-2011 / mm- @,@
| Create Sawed Search |

4. Review the list of jobs. If you see a job you want to apply for select Apply Now or Add To Basket to

apply later.
Select Job
Select Al | Select
Wacancy Science/Eng Area or Apply
Select|Name Job Title Job Category Major Organization Name Location Date Posted | Now
O |rcas3 Chief Of Staff Cther Human Resources Division  Los Alamos, 15-Mar-2011 7y
Office MM, US k‘ /
O |Rcass Graduate Research Associate Student - Graduate “arious Organizations Los Alamas, 15-Mar-2011 Y
My L AR (ALY BN} f

Jobs that have been added to Job Basket
Job Basket

Click the Apply Mow icon to apply for any of these jobs. To remove a job from your Job Basket, select t using the check box, and click the Remove from Basket buttan.
(@ TIP Once you apply for a job, that job will no longer appear in your Job Basket. To view your job applications, select the Jobs Applisd For page

Select Jobs: | Remove From Basket
Select All | Select Mone

Select|Vacancy Name |Joh Title Job Category Science/Eng Area or Major Location Apply Now
O Ircsz HR Generalist 2 Human Resources Los Alamos, N, US i”'@
O Ircsze HR Generalist 2 Hurman Resources Log Alarmog, N, US i"@
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5.

6.
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Applying for a Job

The Apply Now takes you through a 3 step application process. You can review each area of your
information to make updates as needed.
Harne Jobs
M\
R O O
Review Accou lication Cetails ~ Review
v Basic W Address W Phone ¥ Resumes & Cover ¥ Employment ¥ Education W Additional
Dietails Humbers Letters Histary Qualifications Qualifications
Application: Review Account IRC483
Wos pant of your application, we will submit the following from your Account. You may use the fields below to make any | Caficel | Step 1 of 3: Review ACC
carrections to your Account prior to completing this Application.
% Indicates rennired field
Review Account  Enter Application Details — Review
Application: Other Info IRC483
% Indicates required field ((Cancel ) ( BackdStep 2 of 3: Enter Application Deta@
How Did You Hear About Us TTe———
Job Posting Source | ~|
Source Mame | |
{example: if you saw our ad in a publication, a different web site or via social media, enter the name such as Monster.com, John Doe or Twitter)
Equal Employment Opportunity
Wye are an Equal Opportunity Employer. State and Federal regulations require us to obtain information from each applicant for statistical analysis of our compliance with fair
ernployment practices. We reguest your cooperation in completing the following questions.
All inforrnation which you voluntarily provide is confidential and is used only in accordance with the regulations governing Equal Employrment Opportunity and Affirmative Action. If
you do not wish to provide this information, you will not be subject to any adverse treatrment.
Gt
Ethnic Origin | v
Select the ethnic group with which you identify most closely.
1 dao nat want to disclose my EEQ infarmation.
k Eeview Account  Enter Application Details  Review When you aré done with all
........................................................................................................................... 3 Steps select Finish
W Education, Glualification and Employment Details W Waork Preferences
Review Application: IRC483 ]
| Cancel ) | Bachl | Step 3 of 3: Review v([u Finish )
Once you have finished select the Home tab and under the Jobs iﬂ Jobs
Applied For a list appears with the Status of Application Received
Quick Links
('Jubs Applied Fur e Al Mew Jobs (Last 7
. . ' . . [ — days
Beld obs for which you have applied. Select Full List to see the complete list of Job Applications. [ Full List days)
] - i e - P P — ‘—J ® Engineeting Jobs
|Vacancy Name |Joh Title ‘Date Applied ‘Last Updated |Status | Application Details e Scisnce Jobs
[RC483 Chief Of Staff ~ 16-Mar-2011 16-MAR-2011 <5pp\ication Received ) O Sreems i Jalis

END Process
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